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Welcome! o7\ . \T/’\'L

We'll get started in just
a couple of minutes.

Please be sure to
access the Audio link In
Adobe Connect.
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Technology Check

* Check the Connect Web Links to access today’s PPT
and training evaluation.

» Today’s presentation is being recorded, and it will be
posted on the Knowledge Network in early August:

www.nationalservice.gov/resources/americorps

* We will use the Chat box throughout today’s
presentation. Let's test the Chat feature; please type
a short greeting to your colleagues now.
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http://www.nationalservice.gov/resources/americorps
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Purpose of the Staff Development Weblnars

\‘a

 |n general, the 2018 AmeriCorps Staff
Development Series is designed to build
Knowledge in core program and grant
management areas to support strong service
across the network.

* The webinars are intended to give commission
and program staff a break from the day-to-day
demands of grant management and focus on
broader, longer-term issues.
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The 2018 webinar series includes:

« Continuity Planning
 How to Review Data Collection Plans
 Orientations for New Commission and Program Staff
 Financial Grants Management — Building a Strong Foundation
« Criminal History Checks — Advanced Topics
 AmeriCorps Member Orientation and Training
 Member and Site Monitoring and Reporting Requirements
o Submitting Grantee Progress Reports
e Data Quality Monitoring
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Today’s Target Audience

e State Service Commission, national/multi-state
program, and tribal program staff who are new to
their jobs and/or directly involved in managing
the financial requirements of the AmeriCorps
program or state commission CNCS grants.
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Today’s Agenda

» Building Frameworks for Support
— Notice of Grant Award
— Terms and Conditions
— Federal Regulations
— Accounting System Review
* Preserving Foundations with Best Practices
— Policies and Procedures
— Budget-to-Actual Reviews
— Segregation of Grant-related Duties
* Documentation
¢ Q&A
» Resources and Wrap-up
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CNCS - Office of Grants I\/Ianagément

THEA E. BECTON

¢ Grants Officer since 2015
¢ Previously, Assistant Program
Director with AmeriCorps NCCC
¢ Commitment to lifelong learning
and service as the instrument of
change.
¢ Loves puppies!
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CNCS - Office of Grants I\/IanaTg’\\m n
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TRACEY SEABOLT

¢ Grants Officer since 2012
¢ Joined CNCS staff in 2006
¢ Learn and Serve America
¢ DC and MD/DE Program Offices
¢ Office of Grants Management
¢ Program and grants management
experience in nonprofit and public sectors
¢ Also loves puppies (and kittens)
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Sustaining &
Strong Foundation
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BUILD YOUR EMPIRE ON
THE FIRM FOUNDATION
OF THE FUNDAMENTALS

LOUHOLTZL
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Notice of Grant Award

—TRT

Chlizated by CHCS 50 372,000 $272,000 Full Time (1 700 hours) 0 ]
. Gramtes's Unobligated 1-Vear Half Time (P00 bours) 0 ]
Bward Information Balance (Camryover) 50 0 ¥ 1 2y ar Half Time (13t Year) 0 0
Agreement No.: _ — - 2-¥ear Half Time (2od Yeur) 0 0
Ai" P , ( Total Availahls 50 $172,000 S272000 | Radyced Half Tims (675 howss) p 0
Enament 2No.: g - N
. " . . Cuarter Time (450 hours) 0 ]
CFDA No: 94.006 Cumulative Funding for Project Period Minimum Time (300 hours) 0 0
. Toml Awarded in Previous Amendments 30 | ember Service Years VST Awards) 0
Award Description er Service Years (MY Awards)
i Tomal CHCS Funds Awarded to Date S2T2,000
Thas award funds the approved 20135-
date of the member enrollment p . Your
monitor your regulatory and budgetary mate

Purpose

The purpose of this award 15 to assist the ga

Community Service Act of 1990, as ET(

Funding Information

Previcusly Thia ™
Year 1 Awardad Arma

This Year
Total Ohligaed by CHCS 50 i
(Gramtes's Unobligated 50
Balance (Cammyover)

N

Total Awvailable 50 51

Curmulative Funding for Project Period

Totg Frevions Amesndments

...... 4

Funding Source and Amount
2015--OPE1-F11-0P0-23000-4101

Special Conditi
z ttems by 08/01/2015 to the CHCS Program Officer for review before members will be

- The zrantee must submit win 1 v 0801/ 1 1
owed 10 stall. sample posiion descriptions, member service agreement, member timeshest, criminal story check procedures,

~ Terms of Acceptance: By accepting funds under this grant, recipient agrees to comply with General Teoms gnd Eondlﬁuh
found at https:"'egrants.cns.govitermsandconditions/General Terms AndConditions20150403.pdf, and the Program Terms and
Conditions found at https://egrants.cos.gov/termsandconditions Revised20 15Final AmeriCorps Tand C201 60509, pdf. Reciplent
to comply wﬂh assurances and certifications made in the grant application, and appltmhle federal statutes
jent agrees to administer the grant in accordance with th i
budgets, supporting documents, and all other representations made in support of the approved grant application.

$272,000.00

e

Total CHCS Funds Awarded to Date
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Terms and Conditions

CNCS Guiding
Issued Principles
Program Grantee
and and
Financial Subgrantee

g j
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Federal Regulations
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Efficient financial management syst/==

ifinsy -
Degmpt,.,,, o Ty o

¢ Costs by program year

¢ Budget categories

¢ Direct and indirect costs

¢ All grant-related costs mu.
clear documentation.

AmeriCorps | Senior Corps | Volunteer Generation Fund



*
Preserving Foundations with BeS’rPra | é{
2\ i

Corporation for

NATIONALKY

COMMUNITY
AmeriCorps | Senior Corps | Volunteer Generation Fund SERVICE &k %=




Policies and Procedures

“What to do”
“How to do It”

¢ Implemented

¢ Documented

¢ Current

¢ Comprehensive
¢ Inclusive
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SECTION I. Program Operating Costs

A. Personnel Expenses
B. Personnel Fringe Benefits
C. Travel

Staff Travel

Member Travel

C. Travel Subtotal:

D. Equipment
E. Supplies
F. Contractual And Consultant Services

G. Training
Staff Training
Member Training

G. Training Subtotal:

H. Evaluation
I. Other Program Operating Costs

CNCS

$100,000.00
S 28,756.00

$ 3,000.00
$ 2,370.00
$ 5,370.00

s .
$  466.00
$ 3,500.00

$  300.00
S 577.00
$ 877.00
$ 10,000.00
$ 3,755.00

AmeriCorps

Budget
Grantee

$ 46,000.00
$ 12,555.00

$ 3,000.00
$ 1,000.00
$ 4,000.00

s .
$ 1,122.00
$ 8,000.00

$  500.00
$ 1,000.00
$ 1,500.00

s .
$ 2,198.00

Total

$146,000.00
$ 41,311.00

$ 6,000.00
3,370.00
$ 9,370.00

s .
$ 1,588.00
$ 11,500.00

w

$  800.00
$ 1,577.00
$ 2,377.00
$ 10,000.00
$ 5,953.00

Senior Corps

Year to Date Expenses

CNCS

$ 55,000.00
$ 13,666.00

$ 1,895.00
$ 3,000.00
$  4,895.00

S .
$ 588.00
$ 4,000.00

$  555.00
$ 1,312.00
$ 1,867.00
$ 5,000.00
$ 1,500.00

Volunteer Generation Fund

Grantee

$22,847.00
6889

$ 80.00
$ 2,000.00
$ 2,080.00

s .
$  221.00
$ 5,000.00

$ 899.00
S 1,441.00
$ 2,340.00

s .
$ 987.00

Total

$77,847.00
$20,555.00

$ 1,975.00
$ 5,000.00
$ 6,975.00

S .
$  809.00
$ 9,000.00

S 1,454.00
$ 2,753.00
$ 4,207.00
$ 5,000.00
$ 2,487.00

CNCS

$ 45,000.00
$ 15,090.00

$ 1,105.00
$  (630.00)
$  475.00
$ .

$  (122.00)
$  (500.00)

(255.00)
(735.00)
(990.00)
5,000.00
2,255.00

v n n n n

Balance
Grantee

#REF!
$(10,292.00)

$ 2,920.00
$ (1,000.00)
S 1,920.00

S E
S 901.00
S 3,000.00

$  (399.00)
$  (441.00)
$  (840.00)

S .
$ 1,211.00

Corporation for
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Total

$68,153.00
$20,756.00

$ 4,025.00
$(1,630.00)
$ 2,395.00

S -
S 779.00
$ 2,500.00

$ (654.00)
$(1,176.00)
$(1,830.00)
$ 5,000.00
$ 3,466.00
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Segregation of Grant-related Duties

Executive Financial Finance Admin Commissioner/
Cash Management Director Officer Clerk Staff Board member
¢ Recerves Cash *
¢ Posts Receipts *®
* Deposits Receipts x
Bookkeeping
* Reconciles Bank Statements *
¢ Maintains General Ledger * *
Disbursements and Purchase Orders
*  Approves Purchase Orders. *
¢ Verifies Receipts of Goods/Services *
* Prepares Requests for Funds *
¢  Authorizes Disbursements *
» Prepares Checks * /7 O\
Signs Checks (co-signature =$ ) * * ( *® )
e Siens Checks - Machine s % N4
¢ Custodian/Check Signing Device *
¢ (Custodian of Blank Checks *®
¢ Compares Check with Voucher *®
¢ Distnibutes Checks *
¢ Posts Disbursements *®
* Computes Cost Allocation * *
Financial Reporting
* Tracks Match Contributions ®
*  Prepares Financial Reports *
o  Approves Financial Reports *
*  Prepares Annual Audit: A-133, other ®
*  FResolves Audit Findings *
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Everything!

To track incoming information
To review information

0 provide historical evidence

0 provide evidence of accomplishments

0 prepare for an audit
Because, If it’'s not documented...

® & & & oo o

Corporation for

NATIONALKY

COMMUNITY
AmeriCorps | Senior Corps | Volunteer Generation Fund SERVICE &k %=




Documentation

Physical information:
¢ Hard copy
¢ Soft copy

Source:
¢ Within organization
¢ External sources

Supports grant-related values, costs, or
performance criteria
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Payroll Ending Date:

6/6/2015

Job Title:

Restoration Technican i

Week One

Date:

5/24/2015 | 5/25/2015 | 5/26/2015
SUN MON TUE |
Exempt (H} Exempt

THU
Exempt

~ WED
Exempt

Rogular Cther | Regular Cher

Faguier_ Ot

6/27/2015 | 5/28/2015 | 5/29/20156 | 5/30/2015

Ragular Char _Hﬂlllrmﬂer

SAT

Exampt
_ Fieguilsr  Cibar

Chargsline

838.2960

4102960 |

8442055 |
TOTALS:

(A Ph

Employea's Signature

(The amployes cartifiss that ha/shs has worked the statad number of hours by

bl

sor's Signaturs

4

Il not be processed without signatura)

L3]I
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Criminal History Checks Basmé\ﬁb/%
I~

No/Episodic Access
e NSOPW
e [BIl or State

Recurring Access
e NSOPW
e [BI

| State

www.nationalservice.gov/resources/criminal-history-check
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Key Elements of Financial Reporting () 7/\
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FEDERAL FINANCIAL REPORT

{Follow form instructions)

1. Federal Agency and Organizational Element 2. Federal Grant or Other ldentifying Number Assigned by Federal Agency Page of
to Which Report is Submitted (To report multiple grants, use FFR Attachment) 1
-
¢ Prepare with .
¥
3. Recipient Organization (Mame and complete address including Zip code)
L] L]
Infarmation from the
4a. DUMNS Mumber 4b. EIM 5. Recipient Account Mumber or Identifying Mumber 6. Report Type 7. Basis of Accounting
- - ] (To report multiple grants, use FFR Attachment) 0 Quartery
organization’s
O Annual
PP Ny 2 ey s b o C1 Final O Cash 0 Accrual
a( : OEERHH] SVYSten 8 Reporting Period End Date
r = nih, AT : TMonth, Day, Year) (Month, Day, Year}

10 = Transactions 1 Cumulative
am g

¢ Review-and.reeconciie
Federal Cash ([To report multiple grants, also use FFR Attachment):
a. Cash Receipis

to ﬂ &G Fisfu =
r i o am
(Use lines d-o for single grant reporting)
Federal Expenditures and Unobligated Balance:
ol )8 ) t@jr
¢+ Have-ptopei

f. Federal share of unliguidated obligations
g, Tolal Federal share ggum of e e and f)_

d O LIS Hta O

L Total recipient share required

J Recigjent share of expenditures

¢ Submitreporis onime

I. Total Federal program fcome eamed
m. Program income expended in accordance with the deduction alternative
n. Program income expended in accordance with the addition akemative
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Challenges may crumble the /. /\ XX
foundation...

- .
.
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Inadequate Policies

Policy 5.4 - Preparing Federal Financial Reports
(FFRs)

* FFRs will be completed as required by the funder

* The Finance Director will prepare all FF
eGrants and the PMS, In accordance wi
terms and conditions.

Officer will prepare all FFRs on a
guarterly/semi-annual basis, in accordance with the
grant terms and conditions. All reports and
supportive documentation will be reviewed by the
Finance Director before submission.
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Unallowable Costs

\

Executive Directors

Awarc
Agree:ﬂ, National/ Multi-state Programs
Amend;i
: Dear AmeriCorps Colleagues:
- CFDAN - e
award Youa ted to attend the AmeriCorps Symposium peing held in Arlington, VAon
. "—llﬁ 2 letter is 1O formally request you send staff of your national/ multi-state
program t© & mandatory symposium- The event will be held at the Hilton Crystal City, 2399
Jefferson Davis Highway, Arlington, VA 22202 There will also be pre—cnr\ferencc events in the same
ber 11. Registration for the Symposium will open in early Jun€; the event
cal details. and FAOS

;, Septem

nue on Tuesday
1 include an agend

_glance. loeish

ve
a-at-a

website wil
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Criminal History Checks Noncompl,lanc b

AmeriCorps Member Service Agreement
2018-2019 Program Year

I. PURPOSE
It is the purpose of this agreement to delineate the terms,

conditions, and rules of membership regarding the participation
of James Buffett (hereafter referred to
The Coral Reef AmeriCorps Program |
the “Program”).

at least 17 years of age (or at least ]
is an out-of-school youth and a parJ_

Act of 1990, as amended). By signing this contract the member
will also certify, under penalty of |aw, that she/he has a high
school diploma or equivalency certificate or agrees to obtain one
before using the education award.

I1l. TERMS OF SERVICE
A. The member’s term of service begins on July 23, 2018 and

ends on July 22, 2019. Corporation for
NATIONAL &Y
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Challenges may crumble the /. /\ XX
foundation...

- .
.
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And so rock bottom became the
solid foundation on which | rebuilt
my life,

— J. K. Rowling —
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Wrap-up for Today

* Please share feedback on today’s webinar:
https://www.surveymonkey.com/r/FinManJul26

* The recording of today’s presentation will be
posted on the Knowledge Network in early
August:

www.nationalservice.gov/resources/americorps
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Next Staff Development Webinar™ )« ) ¢

* Next AmeriCorps Staff Development Webinar:
August 9, 3:00 — 4:30 pm Eastern

Topic:
AmeriCorps Member Orientation and Training
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Thank you!

Corporation for

NATIONAL&Y

COMMUNITY
AmeriCorps | Senior Corps | Volunteer Generation Fund SERVICE &k %=



	AmeriCorps Staff Development Series�July 26, 2018�n
	Welcome!�Financial Grants Management
	Technology Check
	Purpose of the Staff Development Webinars
	AmeriCorps Staff Development Series
	Today’s Target Audience
	Today’s Agenda
	CNCS - Office of Grants Management
	CNCS - Office of Grants Management
	Slide Number 10
	Slide Number 11
	Building Frameworks for Support
	Notice of Grant Award
	Terms and Conditions
	Federal Regulations
	Accounting System Review
	Preserving Foundations with Best Practices
	Policies and Procedures
	Budget to Actual Reviews
	Segregation of Grant-related Duties
	What do we document?
	Documentation 
	Documentation of Staff Time
	Criminal History Checks Basics
	Key Elements of Financial Reporting
	Challenges may crumble the foundation…
	Inadequate Policies
	Unallowable Costs
	Criminal History Checks Noncompliance
	Challenges may crumble the foundation…
	Slide Number 31
	What questions do you have?
	Wrap-up for Today
	Next Staff Development Webinar
	Thank you!



